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GEORGIA DEPARTMENT OF HUMAN RESOURCES
OFEICE OF ADMINISTRATIVE SERVICES
____RECORDS MANAGEMENT UNIT

APPLICATION FOR_'_‘ﬁECOQD_S RETENTION SCHEDULE

o et —rEEs S —....___-m-.._r_-)d. s e
)

For instructions on completing this form contact DHR Records Management Unit, 47 Trmm/ Avenue, Atlanta, Georgia
30334, Phone - (404) 656-4976 GIST: 221-4983 -

DHR 1. GEORGIA DEPARTMENT OF HUMAN n:—:sounceé ARCHIVES AND H:sronv

| . —
Application Date ‘ Division of Family & Children Services Application Number
March 1, 1983 State Placement Unit 7 3 -3 3 lo— A
Appiication Number 618 Ponce de Leon Avenue, N.E. [Date Received _ Date te Completed
83-3 Atlanta, Georgia 30308 MAR 2 1983
o - - — T r L= —— — e . Y N - I MA R _3 1_’983
{ 2. Person to Contact Workmg Titie Telephone Number
Edith K. Horne Adoptions Reviewer 7 894 é466
3. Action Requestod . A . ' —change retention period and
a, O Establish Retention Schedule; record will continue to accumulats. procedures
b. QDispose of present accumulation; no furthar accumulation anticipated. H_ evise do E]]m ent contents o f each
c. ® Amend Application No. _ 7 3—336—A Check One: [J Change; Supercede; Void = fi1e.
4. Dates of Series 6. Racords Serles Title (followed by title used in office; if differsnt) coTmrTmTTmT T A
Esrllest ~ Latest -
1921 ‘ Font inuing | Closed Adoption ‘Case Files _ ) ‘ _
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?

The Division of Family and Children Services, ‘through the leadership of the Director is
responsible for the administration, coordination, supervision and regulation of services
provided for children and families State wide. TheDivisiocn serves as liaison with the
Regional Office of DHHS; coordinates and works within the DHR and its Divisions on matters
of mutual interest and to resolve problems.

The State Placement Unit has the responsibility to maintain all of the permanent adoption
records processed in the State of Georgia and ensuring their protection. This respons-
ibility, in. addition to the service connected activity regarding the protection of records,
is mandated by law. (GA. Code: 19-8-81)

¥

7. Reoords_s;fi;s Description This file contains the following doci;mants {include form numbers md“rl—r;'e:, if any).: " Attach ;Eaples_ of the file.

Documents relating to:  investigating, evaluating ‘and planni:fg for children and families who are
involved in the adoption process. ,

Included are: forms and reports containing information about a family who has made

list descrlbﬁng forms and reports contained in each case file.

File is arranged: ‘numerically by number assigned by State Placement Unit: Exceptions: Case
files from Fulton County and any private agency may be in alphabetical order..

application to adopt and information about the child who has been adopted. See attached

8. Monthly Reference Rate T How often are records referred to which are: .
One to six months old :  Seven to twelve months uld H Thurteen to twenty-four months old __ ;
twenty-five months and older ~——— 7 Unlikely there would be a need to refer to security fllm s
9. Annuel Rate of Accumulation or Records “rneedright occur for feference to paper records within 12 ]
P . month time frame, i
Lettar-size drawers ____ .. Legal- size drawer: e 3 Shelves . ... ... :Othar {Specify) _L5;§0,,g1bic._feet__
N S S § . estimated |
. = N e R
Forth 4008 (7-78) - e T S ‘ {Over}



‘ - - - "‘\
L ) e * = . a ?/ . T -,
YES | NO | 10. Questionnaire {Piace an X" in the proper cotumn) .
X a. 18 this the official copy of the series? ' ;;7
If not, where is it? ' - . A
— “ ) _ _— _ . —
X b. Does the seriss contain confidential information requiring security handhng? If ves, cite Iaw or raguia‘zmn

Georgia Adoption Act of 1977

X | 1= Is thrsawta! reoord?

X ] g Does this senes have hlstoncal or long tarm  research value? ,
X e, When one or two documents in the file make it necessary to keep the entire file for a long period, could thess documents
be scheduled separately? .
X f. Is the information n contained in this series ever published? If yes, attach copy. B ' ) R
X g.” Is the information contained in this series ever snalyzed and/or recorded in a sur'nmarlzed report?
if yes, attach copy.
X h, Is there a dupl«:atnon of thxs series in your office, or in ancther office or agency? )
If yes, where?
X 7 I. Is this series for & ma;or pamon of it) regutarly microfilmed? ) T
X j. Doss the record series result in a computer printout? T
11. Retention Requirements ") The following requires the ssrias to be kept:
a. Staie Law —— - e . YBATS. ' d. Audit period —_.__Years.
b. Statute of limitation o _ yeam. * e Administrative need T€COYd center 100 yess *
¢. Federal law — e YBETE. f. Federal retention instructions ———— . Yyesrs.
. *permanent retention in archives after thid
Attach copy or excerpt of laws or regulations. Explain administrative need. - time perlod

See attached excerpt from GA. Code 19-8-18.
T .. - Ocedf la- 8*—(8

12. Approved Disposition Instructions  This agancy recommends that the file neries be cut off at the end of each:

#

P catendar Year; [IFiscal Year; X Other then,
O Hold in the eurrerj_rt files area —me——tonth(sh . _____ yesr{s); then
O3 Transfer to local holding area; hold . . __ vesr{s); then . .
0 Transfer to State Records Centar; hold mrmm Year (2}; then

O Destroy
O Transfer to State Archives for permanant retention,

X Other fSpecify)
Beginning December 1, 1982
12. Active Records Files
(consist of child's history and
(history of adoptive applicant(s)

County Files

Upon notice of action taken on an adoption, transfer all contenttto the State
Placement Unit.

(#12 continues on aftacdhed sheet . ,
These instructions apply to all prior and future accurmulations of the series, '

Records ManaQement Officer (Signature) Date

j/AZS\i Loy atartzo Y Cortcon]| 3 ]33

e, )”ﬂa/vaﬁf4meﬂf'¢34L4 24gditf

/ / State Records Committea 1 {Signaturs) Date

C eridations in paragra _ . - -
12 sre approved. State Auditor/Designee 3- AR 'S
A . § i 4 (N »

fHf disapprovad, attach letrer

of explanation.) | Secretary of State/Designes @4,}5‘44' WM—' : 3[[7/” |

Attornay Generat/Deslgnse

L e ———e

Form 4938 (7-78)
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ST #12 continued
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.-

State Placement Unit ¢ : : ‘ A

When Petition for Adoption is received from a Superior Court in Georgia,
combine all records concerning a particular case into an Adoption File.

When a Notice or an Order of Disposition . is received from the Court, close
the case and place in the closed adoption case file.

Closed Records Files

Cut off accumulation of paper records each year June 30th and December 3lth,
ending with the highest numbered case file at the cut-off date; (cases with
a lower case number, closed before microfilming begins may be added in
numerical ordér) microfilm the records, making an original and one copy;
verify the film to assure that no documents are missing and the images are
clear.

Paper Records

After verifying aceurady of the microfilm, transfer to the State Récords
Center; hold 1 year; then destroy.

Microfilm

Original (security copy)

Transfer immediately to the State Records Center for storage in the
atmospherically-controlled vault at the Archives, to remain the property
of DHR officials who have responsibility for adoptions; hold 100 years;
then transfer to the State Archives for permanent retention. Security
film will be used only to produce reference duplicates.

Duplicate copy

Hold in Adoption Unit until superceded, obsolete, or no longer needed
for reference; then destroy.

Photographs

(of children removed from folder when records are prepared for microfilming)
. Microfilming does not reproduce pictures satisfactorily. Hold in Adoptions

Unit secured file area; properly identified by numerical or:iﬁmbetical

order, and by period the paper files were microfilmed: to be released

as ordered by the Court and given"to the adopting family. For any remaining

photographs, hold 100 years, then destroy.
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Description of Records

The final records will contain the following forms

10.

11.
12,

13,
14,
15.

16.
17.
18.

19.

20.

Forms

Case Tdentification Face Sheet
Superior Court Order or Action
Forms 419, 420 Child's Social
History

Form 2 Infant and Child Health
Record

Copy of Birth Certificate
Form 3901

Form 452 Contact Sheets
Evidence of Efforts to Locate
Parties

Form 573 Parent's Surrender

.0of Child for Adoption

Form 577 Parent's Acknowledgement

" of Surrender

Form 578/579 Mother's Affidavit
Regarding Legal/Putative Father(s)
Form 576 Affidavit of Agency
Representation '

Form 33/37 Placement Agreement
Form 416 Consent and Release of
Child for Adoption by the State
Form 35 Application for Adoption
Form 36 Medical Report

Attorney's Request of Child's
Release )
Form ICPC 100A (If Applicable) (Form 97)
Interstate Compact on the Placement
of Children

Form ICPC 100B (If Applicable) (Form 96)
Interstate Compact on the Placement
of Children : :
Adoption Petition

Form 476 Adoption Supplement
Application

Forms 39, 41, 53 Development

of Child

and reports:

Reports

Original DFCS or Private
Agency Court Report
Medical and Psychological
Reports and Correspondence
Supplemental Medical Report
Financial Reports
Discussion of Child with
Prospective Adoptive Family
Placement Narrative
Adoption Home Study and
Correspondence

Social History Narrative
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~  APPLICATION FOR RECORPS RETENTION SCHEDULE

. | L 33le

___Gs_oncm oEPAammr OF HUMAN RESOURCES..
. OFFICE OF ADMiNISTRAﬁV: SERVICES
RECORDS MANAG EME NT UNIT

S U S Y

<

For instructions on compieting ﬂ'us form eontact DHR Records Management Unit, 47 Tnmty Avenue, Atlanta, Georgla
30334 Phone - (404) 656-4976 GIST: 2214983 :
___ _DHR 1. GEGRGIA DEPARTMENT OF HUMAN AESOURCES ARCHIVES AND HISTORY |
Application Date ‘ Division of FPamily and Children Services |Appiication Number
9 12-14-19 State Placement Unit 7 3-3 YA Q
P v 618 Ponce de Leon ‘ wored - -
Application Number ' Date Recaived Date Complated
Atlanta, Ga. : _ . 7
M 79-5 DEC 19157 |DEC 3' 19
N2 Perion to Contact T T Woring Tie “Teiephone Number
) Edith Horne 894-4452
L3, Action Requested 3 ==
| s [JEstablish Retention Schedule; record will continue to accumulate.
b, (I Dispose of presant sccumulation; no further sccumulation snticipated.
c. B Amend Application No. ____73-336 Chock One: [0 Change; XB Supercede; [J Void
4. Dwtes of Sories 6. Records Series Titie (followed by title used in office; if ditferent)
Enrliost S Latest ;
o Closed Adoption Case Files
6. Division shd Office Function What is the function of the Divition gnd the Office in which this record #6Ties is created?

) Annual nm of Accumulation or Records

g |

7. Records Series Description This file contains the followi'ng documents (Inc!ud;?arm numbers end titles, if any): Attach samples of the file.

- Documents retating to:

Inclu_ded‘ are: . ' . . . - o
The file it erranged : S ) .-
; w f : . -
- . . R SR ) T L. . e = .
{ 8. Monthly Referance Rats How oftan are racords referred to which are:
One to q‘x monthsold ___ . 8Seven to tweive manths oid ;  Thirtesn to wenty4our months old —
" twenty-five monthsandolder —__* ? '

.'\14‘ .

: Other {Specity)

Letter-sizadrawers ..} L.gal-slur drawers . ; Shelves

Form 4038 (7-78) : . {Over)
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[ YES | NO_| 10. Questionnaire _ (Place &n X" in the prepsr eslumn) "

8. |s this the officis! copy of the mvies?
it not.wharahit -

- o,

- | b, Douthutriu oonuin

fmntu! unfarmamn r.qulnng security hmd'mg? lf m, cite law or rsgummn

e Ry e 0 43 gt

c. Isthisa vlul nwrd?

T

d. Does this serles have hinoriul or long term uaarch value?

. Whan one or two documents in the fnh make it necksiary to kup ﬂu entirs fila for a Ionn period, muid theae documant:
be scheduled separately?

f jg the information contained in this series ever published? [ yes, sttach copy.

g. ls thc information contained in this series ever anatyzed and/or recordad in a summarized report?
M yes, attach copy.

Is thare & duplication of this series in your office, or in another office or agency? .-
[ § ves, whi whars? t

Is this series for a J_mjor portion of it) muflﬂy m:croﬁlmd?

A -

e e e

I8

Does the record seriss result in 8 computsr prmtnut?

3 Transter to State Records Center; hold — .
O Destroy
O Transter to Stete Archives for permanent retantien. ,
r (Specity)
Cut off file at the end of each calendar year;

year(s); then

11, Retantion Requirements s The following requires the serlas to be kept:
8. Swate Law yaars. d. Audit period years. -
b. Sututeof limimtion - . ____ yen, o.  Administrative need . yosrs, ©
¢ Feceral law ' —_— years, f. Fedaral retsntlon instructions years.
’ . v l . . .
Attach copy or axcerpt of lews or regulations, Explein séministrative need. 1
¢ 1
. j'.’: o
12. Apprond Dlmﬂtlon lnstructia;l‘l‘ This agency recommends that tha file wries be cut off at the end of sach:
" DCalendar Year; [lFiscat Year; £ Other See Below than,
3 Hold in the current filesarea menth(s) yesr(s); then
DO Transfer to local holding area; hald year{s); then

then hold in office 3 years, then

microfilm record.

pransfer microfilm security copy to State Records Cen+er (for

storage -in atmospherically-cohtrolled microfilm vault);
to State Archives for permanent retention.-

Microfilmed paper documents - Transfer -to the State Records Center, hold for three
Jears until microrilm can be verified by Unit, then destroy.

These instructions spply to all prior and future accumulatiens of the series.

hold 97 years, +hen +ransfer

Form 4698 (7-78)

Agency Head/Designes _(ﬁm&uﬁf r _Date Records Managemant Officer {Signature) Date
272251 W MPOL 2-13-7
State Records Commin (Signature) Ga

Recommendations in paragreph - /(_\ : ’ y — -

12 are approved. Stata Auditor/Designes M/ ' ) )’7 ?’

{If diszpproved, sttach Metter ' . : _

of explanation.} Secretary of State/Designes M 7W ' /2 "21 - 77
Attorney Genaral/Designas //M{M / L-28-7 7

(Rw-ra 8ide)

aa
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. ,,"b: B . STATE . - OFFICE oF eECEETASY SF STATR - Mot b
, - o Appltication for DEPARTMEST 0F ANCRIVES & N1TORD 1 :
I!) GEORG 1A RECORDS DISPOSITION STANDARD RECONDE WADSOENEET BIVINLON -
v e T T T T T ST e e T T I TR Y T N TR, TR R Tk - R e A
Thre g fare uv-n ey See stpareie ivateucticng for sonplotion o J 100 BECOADY Minscpusat SIVISine U482 A .
"
‘eb ry 8 1973 frent and vfu!n of this forn.  2iga original and tue sopies Bate Fecelved Agplicarion Bo. Bate Compleeed
. Sy i"""""' e and forverd e :Mnnnu !'f Ared(ves and Biatory, dtiesarion 973 é
1{R= CS 2 Rpnneds Bgnagement Pfficer. MAY B ‘ /j ‘5\} ~MAY ‘ 0 ‘973
. LLFE T, Tieisl m. furdirision & ll-lnl.toti’::” ttier Metress e S . JPerese te rnuu
apartment of Human Resources ‘ '

-

This file contains the following documents (include form numbers and titles. if any,

ivision of Commnity Services

teld Services Unit Adoptions Section Mrs, Ann Hunter

Trinit --r'uu Tivie . ln [TH -

lantr; Searcle 30 :-_;{4 Chief " 656- t;h:{g -

e e T AT A

lE ESTABLISH DISP SITIO STANDARD DISP o ESE ACCUMULATION;
RFCORD WI}..L CONTS T’g‘-ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED.

D L rrlad g )
barllest % Latest 9.Exact Series Title
Dates of Series A

721 to present Cloged Adoption Case File

T

[P —

Yhat is the function of the office in which this record series is crested?

‘e Adoption Section of the Field Services Unit, under the direction of the Directoer of |
mranity Serviceg, is responeible for obtaining background and sociel information on
:plicant parents who wish to adopt children. This includes but 18 not limited to:
nducting home studies, interviews with applicant adoptive parente, gathering of medieal

'ta on adoptive parents, gathering social history of child, placement of child and post
acement supervisory visits, and final order of adoption.

il 3 AT TR S sl - £ T, ot P

and file arrangement).

- Documents relating to the invastigation and surmation of the background, R
‘he aocial and the wedical histories of the adoptive parents and ehild.

( See Continuation Sheet ) : wro

ATTACH SAMPLES OF THE FILE

< 4 « DG M ST
BgutImEst ALE BV Be., wf Dravers Cw. 7Y, at Fecorde e, OP_ Braversy Cu. Fo. of Feereia
ABEUAL PATR oF alluwulatios
Lettercaine Prie Bravera 75 125
- -r s = — ] - P SRR L BT S PP i
: I- s - -H\ 1w Storsage Aregin?
Legal-else Fiie BDravwers 3 q Tiver Bpuce Occopind (Squary Peet) -

e e — H\M\m&" AT D W} L4 A ol BTl T S
e Aemmm s .

' I ) yearly

Fesbev1 . .

AvERAGE DALY WEPERENCLSE

IO TR

R . P
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PR T e T L -'-"-“\Y T AT TR A Y TR RN T LD DRI T S T TR T TR R AL ne R T ﬂf:,—;—y——.‘w‘_ 'ﬁ-""
QUESTIDNNAIRE Pisca &0 "2” in Ao praper crlunn 1 anawer 34 vL 'ynno sepialn P . '.‘

12. Is this the Record Copy of the series? , | 5

1L, Is there a duplicatiod of this series in another office or agency? R | f [X.

15. Is the information contained in this series ever aummarized or published? o (1
Attach copy of summary or publication :

16. Does the series contain classified infbrmation requiring aecurity handling? xy [

17. Does the series initiate. emend or terminate agency policies and procedures? (] fx;

18. Could the function be performed if the files were lost or destroyed? x] (°

19. Is the series {or major portion of it) regulerly microfilmed? If yes, vhy? {1 X

20. Does the record series provide data as input to an EDP file? (1 X

s ‘
21. Does the record series contain documentation produced as EDP printout? an ]' 2.9

22. Has the Federal Covernment iasued instructions governing the retention/dispo~ .[ ] [X]
sition of these files? , . -

Ler A

23. Will there be a need for these records 10, 15 years from now? If yes, what? © [X] [ ]

e A TR ol e M S S 4. g 4 T T e €

B — i ———— T 1 g 5 e LA

2L. REQUIREMENTS. The follovwing requires the files to be kept__uléleLJhﬁyears:

a.}STATE b.[]STATUTE OF c¢.[)JAUDIT  d.[JFEDERAL e.)fADMINISTRATIVE f.(JHISTORICAL
LAY LIMITATION PERIOD | LAW DECISION VALUE
(Cite Law, Statute, or other reason for the -retention requirement)

AMtss cua hes L ,Go/,'ﬂy

S e AR i s e e b Pt i

'25 AGENCY RECOHMENDATIONS Th1s pgency recommends that the file series be cut off at Lhe end
SRR UL TR BT FY Fivrerat vYyoaAR ={lrruEr = i ythen:

Cut off file at end of each Calendar Year; then

Hold in current files area 3 years, then microfilm
and destroy paper file.
Retire one microfilm file to State Archivea, hold 97 years; :zeﬁ gestto;?

Hold one copy of microfilm in current £
Rold gne ¢ reference. u iles area until obsolete or no longer

»

. ~—— . .
{Indicate briefly ratiomale for recommendations above/or wrilte additional remarks):

rerati e = R W o AT i TSR MR L BT ST oot & e

scaxds Managepent Offyegr (Signature) | Date | Gruep pequIRED SIGNATURES DATE
gg.guﬁﬁmﬁf rAZ RN s S 2R A | ,
67 R endations cy qea i .

1id§$:a;raph 26|i/]_Approved { ] Disapproved| (‘o lZvc- BoZS 3473

otate Audirtor/lesignee % WL o
[T Approved [ 1 Oisapproved] \ostlou WO Moo 1211073
_Seifﬁ ; f State/Designee

area:

e e i

STATE RECORDS
COMMITTEE
torniey Gereral/Deszgnee

T | AEEroved‘Lml_Diggggrgxed‘

pa——




